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Step-by-Step Guide 
Travel Reconciliation Expense Report: 

Step 2c – Adding Out-of-Pocket Expenses 

 
An “out-of-pocket” expense refers to an appropriate university expense that you paid 
for with personal funds and now need reimbursed. 
 
The first step was to create your expense report by completing the Report Header. Now 
it is time to add expenses to your expense report...and to add information to those 
expenses. 
 
Select the Expense Type – from the right side of your screen – that best categorizes the 
expense. You can narrow the list by typing part of the Expense Type in the search field 
at the top of this section. (If you see a list of card expenses instead of Expense Types, 
click the New Expense button on the left side of your screen.) 
 
The right side of the screen again changes 
based on the Expense Type selected. The 
expense’s Expense Type determines what 
information is required, and therefore 
which fields appear. Refer to the Step-by-
Step Guide Step 2a – Overview of Adding 
Expenses for guidance on the standard 
expense fields and exceptions. 
 
Continue to provide the required 
information. Click Save once done.  
 
 

 
The expense now appears on the left 
side of your screen. 
 
Continue to add expenses to your 
expense report. 
 

You have now added out-of-pocket expenses to your Travel Reconciliation expense 
report. Continue with Step 2 – Adding Expenses. There are several Step-by-Step 
Guides available on the Concur Travel Reconciliation Learning Resources web page: 

 Adding Travel Card Expenses 

 Adding Lodging Expenses 

 Adding Mileage Expenses 

 Adding Per Diem (Fixed Meal) Expenses 

 Reconciling Cash Advances 

Once all expenses have 
been added, go on to 
Step 3 – Allocating 
Expenses. 
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